OPERATIONAL SERVICES DIVISION

Job Aid:

How to Receive in COMMBUYS
This Job Aid shows How to Receive in COMMBUYS.
Of Special Note:
Before a receipt can be processed, there must be a PO in Sent status. The receiving of goods and services may be either:
complete receipt or partial receipt. Items that are being returned must be received and then returned. The receipt of items
can also be cancelled without first receiving them. This Job Aid shows how to receive all items on a PO and the
completed receipt with a Receipt Number assigned in an updated status of Approved for Invoice.

Individuals within an agency or department who receive and/or create requests for payments will find this document
useful. These users MUST process receiving within the Basic Purchaser role or within the Department Access role with
permission given to receive.

Screenshot ‘ Directions ‘

Step 1 Login to COMMBUYS

. e Launch the COMMBUYS website
' M M BUY by entering the URL for COMMBUYS
OPERATIONAL SERVICES DIVISION (https://www.commbuys.com)

COMMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase

competition, and achieve best value for Massachusetts taxpayers. L4 Enter your Logln ID and password
COMIMBUYS INEORMATION: and click the Login button on the
For more information on COMMBUY'S please visit the COMMBUY'S support pages. COMMBUYS |anding page.

Training and Registration for Purchasers
Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@Estate ma.us or ring us during normal business hours (8AM — 5PM Monday —
Friday} at 1-288-627-8283 or §17-T20-3197.

L[ Register
Register here to begin using COMMBUY'S
“endors, please read this disclaimer prior to registering.

' Complete Registration
Complete registration here to begin using COMMBUYS
“endors, please read this disclaimsr prior to completing registration.

L1 Open Bids
Browse open bid opportunities.
N Active Contracts
Browse active Contracts/Blankets.
W Contract & Bid Search
Search for Bids and active Contracts/Blankets.
N Reqgistered Vendor Search

Search for registered vendors

Login I1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved
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COMMBUYS

——— OPERATIONAL SERVICES DIVISION ——

No News Available

Periscope Hokings, Ic. - A Rghts Reserved.

Step 2 Create new receipt

¢ From the Navigation Bar, select the
Documents dropdown tab, then click
on Receipts > New.

e The PO Receipts — Search PO search
box appears.

NOTE: The User must be in the Basic
Purchaser role.

PO Receipts - Search PO Step 3a Locate Purchase Order
o Locate the Purch Order b i f
: ocate the Purchase Order by using any o
Search Fields: .@
,m A the following search fields:
POT v v
m.ay:uqo«mm- v
Header Minoe Status . e Purchase Order (#) number and
Separtment : Release Number or Buyer.
Location v
Type Code ¥ PO Date(MMDD/YYYY) [ ]
Catalog v . .
Required Date(MWDD/YYYY) (] Update Date(MMDD/YYYY) ] ® CIICk Flnd It
Vendor ID: Q Vendor Name:
Fscalyexr B NOTE: If you search using the Buyer field, the
UN SP SC Segment-Family v . . . . .
UN 'SP SCCins ; results will produce a list of the entire existing
Sonmay == Q stk temumber POs for the specified buyer. Select the
e required PO.
[PO Receipts - Search PO Step 3b Select Purchase Order
Seae il oo From the list of existing purchase orders.
S . = - ; * Select the PO by clicking the
e ’ corresponding radio button in the
o : select column.
opecove | ouswoo) m e Click Select at the bottom of the
Reqmr:a Date(MMDD/YYYY) [} Update Date(MM/DD/YYYY) 5] pag e .
Vendor ID: Q Vendor Nnme
UN SP SC Segment-Family ’
Commdltyi: Q Stock Item Number
(Open Market Results
@ You will not be able to select a purchase order if you are new
( P0-16-1080-05D01. @ 0810372015 Job Ald Open Market o]
T e S 5
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OPERATIONAL SERVICES DIVISION
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Receipt # 0001791 (In Progress) - Purchase Order # PO-16-1080-O SD01-OSDEP-00000003751

onfirmation Messages.

« Changes saved successtuly

Receipt Number: 0001798 Receipt Status: 51 InProgeess
bo Number: POM161080-05001-050P.00000003751 PO Status: 5. Sent

epartment  : 0SDO1 - Operational Services Division * Location®: 0SDO1 - Congress St
pser Createa: —— Date Created: 0810572015 06:11:42 AM

pate Last Updated:

080872015.08:11:42 Al

etum All Comment * : Cancel All Comment * :

I Recenecretumestanceiod quantyof ecets 1 taus “SGG  Caneled an“SCRT - REUAmECT e hen cokultng reehedi etumecanseled usntey or o FO ke

Step 4 Create the Receipt

The screen opens to the receiving page.

“! | The Receipt Type column defaults to
- Receive. Ensure that each line item’s

receipt status is marked as Receive.

romm e
[
vt vou o ostas p— Quanty oot
cot RacetToak? o cass e
Foosenice Supphes, CUP, COLD PAPER SOZ PATHWAYS, DUGE. 200CS [B) 4§
s cs.com o Crrr— 30 o
Recove | Remsin 30
Retum =]
Cancel
Foosaani Suppies U, COLD PAPER TOZ SVMBHONY, 500200065 B U8 | e aving Adustment
Retum Adjustment
2 so015 cs-com 2
©0 Cancel Adustment 30 Quarety
080520150911 43AM |y Remaning: 3.0
Foodservice Supphes, GUP, COLD PAPER SOZ PATHAAYS, DUE, 2600Cs [
3 510527 CS-Case .:’Hﬂ‘ Receve v 30 Quarts
02/05/2015 09:11:43 AM [} Remaining: 3.0

Purchase Order # P

rrt
J—— o Recosgt Statn Seceipt Descsiption o A Opar ks
pros Mot At 10:

Step 5 Confirm Receipt

A dialogue box appears with the following
confirmation message: “Do you want to
Receive all items on this Receipt?”

Cancel All Comment *:

O eceat e ot sty of st = vatin T - Cocwnd 1md SCRT - Rutamed 3 Grnd shencaooing ot e cavoed ety e 1 50 b

[mr——r=s|

e Click OK, to confirm.
S ———— Step 6 Submit for Approval
it h-tom B The Ordered Quantity/Dollars Receipt Total
e ey s B (PO Receipts Total) column is updated. As
1 (@ oot e you can see the numbers in parentheses now
o 8 =5t reflect the amount received. Notice that a new
e L row has been added to each line item of your
'W"””‘"’““ e receipt document. 1:1, 2:1 and 3:1.
e Click the Submit for Approval button

on the bottom of the page.
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%
The page at https:/www.datamigration.commbuys.com says:
[Tyemrr—— Are you sure you want to submit this receipt for approval?

Receipt Number: 0001791 Receipt S| e
PO Number: PO Status

Department” : 0SDO1 - Operational Services Division v Location *: 0OSDO1 - Congress St 2

User Created: Sicney Moore Date Created: 0/052015 09:11:42 AM

Date Last Updated: 080572015 08:11:42 AM
Atiachments.

Files: (2.

Forms: (3.

Item Information

PO Iwm e T
Oeseripson
nit vou Ordered Quantity Dottars Receipt Type Quansty / Dolars

Cost Receipt TonliPO Receipts Tota)

Footsenie Supptes, CUP, COLD PAPER SOZ PATHIAYS, DUxE, 2400Cs 81§

1 $T162 CS-Case 30 e Y = .
60 Quantey
08/05/2015 09:29:32 AM [ Remaining: 0.0
11 $7162 Cs-Case 30 Recebing 30

@9 080572015 09:29:32 AM

Remsiong; 00
Foodsendce Supptes, CUP, COLD PAPER T0Z STMPHONY, SOL0, 2000CS [ 5

2 $60.15 CS-Case 30 Racelve o 00

@0 b
08/05/2015 09:29:32 AM (] Remaining: 00
21 59915 CS-Case 30 ReceMng 30
Q9 080572015 092932 Al Remainng:00
Foodservice Supples, CUP, COLD PAPER 90Z PATHWAYS, DIXIE. 2400Cs [l i
3 $10527 CS-Case 30 Recone v 00 sy
@0 “
08/05/2015 09.29:32 AM Remaining: 00
it $10527 CS-Cose 30 Receng 3
oD, 080572015 08:28:32 M Remaining 00
Return All Comment *: Cancel All Comment * :
(@ Receneorenumedcanceies qusntey of recepts i satus “SCC - Cancela and “SCRT - Retumed” s aPORem

Receie A1 Retun A1 Concel A1 Save & Continve | [ Subm for Approvel.

Step 7 Confirm Submit for Approval

A dialogue box appears asking, “Are you sure
you want to submit this receipt for approval?”

e Click OK.

Receipt #0001791 (In Progress) - Purchase Order # PO-16-1080-08D01-OSDEP-00000003751
RN S ——
[T —
SR ———

Appro . Ada Appecr

Step 8 Submit for Approval

Each agency will set up their internal controls
and the specific approval path for Receipts.
Select the appropriate Approval choice.

e Click Save and Continue

The receipt will now be in Ready for Approval
status until it is approved.

[Receiere 000175 KRgpravea for InvelSiy Purchase Oraer & PO-16-1008.0300T-GSDEP D000GDRITEY |

Step 9

Once your receipt is approved it will be placed
in the Approved for Invoice status.
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